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6.2: Strategy Development and Deployment

6.2.3: Implementation of e-governance in areas of operation
o Administration
o Finance and Accounts
o Student Admission and Support
e Examination
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INVOICE / BILL

To, } . DATE : 07-Jan-2023
The President, .
Vishwatmak Jangli Maharaj Ashram Trust,
Kokamthan: Tal:- Kopargaon, INVOICENO:  69-2022-2023
“'\‘-_.—‘/’_ﬂ‘_/
.‘ SrNo |  Particulars Qty ' Rate Total Amount
1 eCampus ' : 1 65,000.00 65,000.00
Software Implementation Charges
For the Month of Jan — 2023 (Shahapur
Branch) ) :
SUB TOTAL 65,000.00
SGST 9% 5,580.00
CGST 9% 5,580.00
GRAND TOTAL _76,160.00

In Words: (Seventy Six Thousand One Hundred Sixty Only )

E&OE.
PAN No - AXBPK5991L
‘@ GST No - 27AXBPK5991L22V

Our Bank Details: = "~

Account Name: STEPINFOTECH
Bank Name: HDFC Bank

AIC NO:50200023259181

Branch: Kopargaon

IFSC Code:HDFC0001782.
Google Pay — 9325960036

25

uthorized Sign

(This is an computer generated invoice does not required any stamp or signature)

]

Nashik ' . Kopargaon

Office - Step Infotech - 26, Gurukrupa Complex, 1st Floor, Janki Plazz, Bhagwan Manaveer Path,

Sharanpur Link Road, Behind Intro Furniture, Chaintamani Electrical, Kopargaon Dist, A. Nagar
Canada Cornar, Nasik-02 Maharashtra (India) . Phone - (02423) 221013,

Mb.- 9850960036, 9325960036. OTHER OFFICE : SANGAMNER+ DHULE

Email- contact@stepinfotech.co.in suppbrt@stepinfotech.co.in

www.stepinfotech.co.in




PURCHASE @RDER

HWCPTE R i B
RS R Due 'Voucher No. Dated
Invoice TO = o 13'Al-_|9'2019 /o
| ﬂsgh:{.:‘ml( ;iﬁigﬂglhm.l ASHRAM TRUST g e s of Payment' il
VL GSTIN/UIN: 27AAATV1688B2ZF e A R TR
State Name : Maharashtra, Code : 27 | Supplier's Ref./Order No. Other Reference(s) |
246 e UL B LA
| SUppﬁer_' | Despatch through Destination
'Ananosoft Technologies Pvt.Ltd. S L e e
| 130(7/2), Adarsh Colony(E), Maldad Road, Sangamner, | Terms of Delivery
Dist.-Ahmednagar. ‘ | |
'GSTIN/UIN - 27AALCA0466E1Z1 | |
State Name - Maharashtra, Code : 27 | ‘
|
Sl Description of T Dueon | Quantity Rale | per Disc. % Amount
A S CO0d SN DOIVICH S e e
1 | EMS-ERP HR Module 13~Aug-20191 1.00 NOS 35,000.00 | NOS 35,000.00
i e 7
GST | 18‘ % 6,300.00
3 | | Ii |1i
| | 1
| | | l‘
| | |
i ‘ i Il Ill
. | | | |
? “‘ | |
t ; | |
; |
FEe) |
| |
| |
i . |
' e il .
e e R R L T_r:T'ce:IL = iflo0NCS Bl _Jt i Lq 41,300.00
= L PR e s | £ 8 OF

mount Chargeable (in words)
— |INR Forty One Thousand Three Hundred Only

— |

L

Remarks: '

Being Purchase Order For State Board, CBSE School, State
Boar School, Engg/Poly Collage

Declaration

2t “for VISHWATMAK JANGALI MA

We declare that this invoice shows the actual price of the ¢ |
goods described and that all particulars are true and correct. ;- Z
This is a Compute - Generated Document

||‘
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1. Administration:

1.1 Biometric Attendance

In our Institute we record attendance of teaching, non-teaching staff, peons etc. on biometric
machine on daily basis.

ElGPS Map Camera

Mohili, Maharashtra, India
HE3X+VMW, Wada Shahapur Rd, Mohili,
Maharashtra 421601, India

Lat 19.55487¢

Long 73.249085"

12/05/23 09:23 AM GMT +0E

For recording this attendance we use Ananosoft EMS ERP. By logging in that software we get
all required attendance data about specific person.

Home Page & Log in Page of Ananosoft:
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/\ \ ATMA MALIK INSTITUTE OF TECHNOLOGY AND RESEARCH (AMRIT)
Mohili-Aghai, Shahapur, Thane, Maharashtra, India. Pincode: 421603
\ Contact: +91 7720012139 / +91 9552773875, info@vishwatmakengg.in

1.2 Leave Application System
Leave Application EMS-ERP Module

For recording leaves of teaching and non-teaching staff members we have leave
Application Ananosoft our site. Staff member have their own username and password with
that they can login in Ananosoft and apply for leaves.

1.2.1 Employee Login

(= A Notsecure | 103.141.52.25/ software/MmiS ntmi

After applying for leave, leave is first approved by Head of Department on
their login page then it goes to principal login for approval and finally it goes to admin login
for final approval.

1.2.2 HOD Login




ATMA MALIK INSTITUTE OF TECHNOLOGY AND RESEARCH (AMRIT)
Mohili-Aghai, Shahapur, Thane, Maharashtra, India. Pincode: 421603
Contact: +91 7720012139 / +91 9552773875, info@vishwatmakengg.in

1.2.3 Principal Login
Homepage of Principal login EMS-ERP Ananosoft
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- C A Notsecure | 103.141.52.25 /sohware/FtmiS i =« O@ :

1.3 E-Campus for Students Count and Record

E-Campus for Student count and Record
Institute keeps record and count of all students on E- Campus system. To see data of all
students admm log in into the E-Campus system.
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ATMA MALIK INSTITUTE OF TECHNOLOGY AND RESEARCH (AMRIT)
Mohili-Aghai, Shahapur, Thane, Maharashtra, India. Pincode: 421603
Contact: 491 7720012139 / +91 9552773875, info@vishwatmakengg.in

E-Campus System Admin Login Page
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Atma Malik Institute Of Technoiogy And Research (2011 - 2012 )
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ATMA MALIK INSTITUTE OF TECHNOLOGY AND RESEARCH (AMRIT)
Mohili-Aghai, Shahapur, Thane, Maharashtra, India. Pincode: 421603
Contact: +91 7720012139 / +91 9552773875, info@vishwatmakengg.in
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B N L T

2. Finance and Accounts

2.1 Tally Account

List of Sedea1od | compantes

Tally ERP 9 Software is used for keeping all financial data like student
admission fees, exam fees and all remaining finances in Accounts Section of the Institute. Home

Page of Tally ERP 9 Software.

2. 2 Student Fees Collectlon Record on E -Campus System
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E -Campus System Home Page

E- Campus System Admin Login Page
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Controller Menu page after Admin Login in E- Campus
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3.2 KOHA Software for Library

Library is automated using Integrated Library Management System (ILMS)
Data Requirement for five years Upload a description of library with,

Name of ILMS Software - KOHA
Nature of automation - Partially
Version - 18.11

Year of Automation — 2018

Koha is an open source integrated library system that was originally developed by Katipo
Communications Limited of Wellington, New Zealand for the Horowhenua Library Trust (HLT), a
regional library system located in Levin near Wellington. In 1999, Katipo proposed developing a
new system for HLT using open source tools (PERL, MySQL, and Apache) that would run under
Linux and use Telnet to communicate with the branches. koha is a web-based software.

AMRIT Library is automated in the areas like circulation, cataloging, report generation, user
management using Koha library software an internationally accepted library management system
version 18.11 since 2018. Web based Library Software with Web OPAC, Email Alert etc. (Online
Public Access Catalogue)- (OPAC).

.
Koha staff interface
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+=_ Circulation ‘ Cataloging
é Patrons Scrials
q Advanced search ﬁ Acquisitions
- Lists e Reports
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# Koha administration

’ About Koha
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3. Student Admission and Support
3.1 Digital Bonafide Certificate

D eCampus x 4

Digdorma

Bank Name Hype
[Regular
Recept
essaT2E2T o

PHPAY 2421

@ Bonafied Certificate Preview L, .
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This is lo Certify that. Mr RAVIDAS GAYATRI UMASHANKAR
Class - SY. Branch. MECH Engineering is a bonafide student of this
Insttuce For the academic year 2022 - 2023. As per Office record he

Date Of Bith 15/5/2006

Dete : 10/052023 Principal
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Circulation Module

e OPAC Module
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4. Examination

4.1 UOM Examination Portal

Institute Examination Department uses UOM examination portal for —

1. Filling Exam forms of students
2. To generate Challan
3. To download Question Papers of Examination

Filling Exam forms of students
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6.2.2 Implementation of e-governance in areas of operation

1. Administration

2. Finance and Accounts

3. Student Admission and Support
4. Examination

Options:

A. All of the above

B. Any 3 of the above

C. Any 2 of the above

D. Any 1 of the above

E. None of the above

(4)

Year of
Areas of e governance Name of the Vendor with contact details implementation

Ananosoft Technologies Pvt. Ltd.
Sangamner,Ahmednagar 2019-2020
Adeiilstration 8087210909, http://hr.ananosoft.com

Tally
Sai Laxmi Sales and Services,Nasik

7537 2
Finance and Accounts g 2011-12

E-campus,Inhouse - http://103.112.9.207:
Student Admission and Support 8093 2019-20

Viva Software Solutions Pvt Ltd
Examination Thakur Niwas,Virar(W) 0250-25152767/78 |2015-16
8793610209
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Implementation of e-Governance

1. Administration

1.1 Biometric Attendance

1.2 Leave Application System

1.3 E-Campus for Student count and Record
1.4 CCTV Protection




1.1 Biometric Attendance

In our Institute we record attendance of teaching, non-teaching staff, peons etc. on biometric

machine on daily basis.

Google

El GPS Map Camera

Mohili, Maharashtra, India
HE63X+VMW, Wada - Shahapur Rd, Mohili,
Maharashtra 421601, India

Lat 19.554879°

Long 73.249085"°

12/05/23 09:23 AM GMT +06:30

For recording this attendance we use Ananosoft EMS ERP. By logging in that software we get
all required attendance data about specific person.

Home Page of Ananosoft

@

TR % B3

Login Page Ananosoft
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1.2Leave Application System
Leave Application EMS-ERP Module

For recording leaves of teaching and non-teaching staff members we have leave
Application Ananosoft our site. Staff member have their own username and password with
that they can login in Ananosoft and apply for leaves.

Employee Login

HOD Login

Principal Login




1.2.1 Employee Login

@ nas x o+ e X
& 5 @ A Horsecure 1031415225/ s5fwaremtmiS htmi e O ¢
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After applying for leave, leave is first approved by Head of Department on

their login page then it goes to principal login for approval and finally it goes to admin login
for final approval.

1.2.2 HOD Login
Homepage of after HOD login EMS-ERP Ananosoft




Faculty Leave Application Viewer

1.2.3 Principal Login
Homepage of Principal login EMS-ERP Ananosoft
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Faculty Leave Application Viewer
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1.4 CCTYV Protection

Institute is fully equipped with CCTV Camera System. All over the institutewe have CCTV
cameras to monitor all activities inside campus
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2. Finance and
Accounts

2.1 Tally Account
2.2 Student Fees Collection Record on E Campus System
2.3 HDFC Collect for Students Fees Collection

2.4 Institute Payments System
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Gateway of Tally ERP 9

2.2 Student Fees Collection Record on E -Campus System
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2.1 Tally Account

Tally ERP 9 Software is used for keeping all financial data like student
admission fees, exam fees and all remaining finances in Accounts Section of the Institute.
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2.3 HDFC Collect for Students Fees Collection

vogce
I ICIE I IO

HDFC Bank

Transfer Details

Message

College fee

FTransaction 1D
TZ23041T917T1021270832773097

Debited from

@ P I I ICI IR IR A

UTR: 310956143372

Reward Received

Contact PhonmnePe Support

2.4 Institute Payments System
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3. Student Admission and

Support

3.1 Digital Bonafide Certificate
3.2 KOHA Software for Library
3.3 NPTEL




3.1 Digital Bonafide Certificate
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This is to Certify that, Mr. RAVIDAS GAYATRI UMASHANKAR O
Class - SY. Branch: MECH Engineering is a bonafide student of this
Institude For the academic year 2022 - 2023. As per Office record he

Date Of Birth 15/5/2006

Date : 10052023
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3.2 KOHA Software for Library

Library is automated using Integrated Library Management System (ILMS)

Data Requirement for five years Upload a description of library with,

Koha

Communications Limited of Wellington, New Zealand for the Horowhenua Library Trust (HLT), a

Name of ILMS Software - KOHA
Nature of automation - Partially
Version - 18.11

Year of Automation — 2018

is an open source integrated library system that was originally developed by Katipo

regional library system located in Levin near Wellington. In 1999, Katipo proposed developing a
new system for HLT using open source tools (PERL, MySQL, and Apache) that would run under
Linux and use Telnet to communicate with the branches. koha is a web-based software.

AMRIT Library is automated in the areas like circulation, cataloging, report generation, user
management using Koha library software an internationally accepted library management system
version 18.11 since 2018. Web based Library Software with Web OPAC, Email Alert etc. (Online
Public Access Catalogue)- (OPAC).

Koha staff interface
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& Koha administration

’ About Koha

Circulation Module
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Catalogmg Module
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ATAMA:MALIK INSTITUTE OF TECHNOLOGY &

RESEARCH

-- CENTRAL LIBRARY -
WELCOME TO AMRIT LIBRARY

AMRIT Library Log in to your accoun

T

OPAC Module




3.3 NPTEL

Institute uses NPTEL (National Programme on Technology Enhanced Learning) for training
and practice of all subjects in all branches. NPTEL provides videocourses for all subjects.
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4. Examination

4.1 UOM Examination Portal




4.1 UOM Examination Portal

Institute Examination Department uses UOM examination portal for —

1. Filling Exam forms of students
2. To generate Challan
3. To download Question Papers of Examination

E ':":E’rﬂ Foa ol

Examination

Examination House, Mahatma Jyotirao Phule Bhavan

Filling Exam forms of students
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- 1! Sab Ka Malik Aatma!!
Vlshwalmak Jangli Maharaj Ashram Trust’s

TMAK OM GURUDEY COLLEGE OF ENGIENEERING
_ At: Mohili, Post: Aghai, Via Kalyan, Dist.:Thane o
aken ail.com, Website:www.vishwatmakengg.org

Purchase Order

',maé Virar (w) Tal: Vasai, Dist: Thane.
‘QSB-ZSISZ?GW?S Ext. 146, Mobile no- 8793610209
-16

Kind Attn:- Rahim Narsingdani

[Equipments to the aforesaid address.

- Name of the Department: Exam Section

Product Name _ ' Annex Solution

Rate | Quantity
CBGS Exam Software Amount - 50,000/- e  50,000%
20 % Discount 10,000/- : : 10,000/~
~ Annual Maintenance 5,000/- 5,000/~
On- Slte trmmng and Tech Support 1,500/~ : 1,500/~
= _ w- Total | _ 45,-500}— -

5 Agamst delivery, complete installation of Delivery ;ﬁf&:ﬁ; P ;;fi’:hamimh
- Software, complete demo of the handling | Th‘ Lshtmame
Software -
.- Within2 Days. Contact No. -927301 1 130 927379871 1

: ;:ce_Dehwry at our college.

Yours truiy. =

Prepéred'by - - Principal




As per 1 to 13nos. Terms & Condition Applicable

Acceptance

If no formal acknowledgement is received within seven days of the date of the
Order, your acceptance thereof shall be assumed to have been given. Acceptance
Of the order shall constitute contact Terms & conditions of your relevant offer
{s) not repeated in the order shall become null & void acceptance of

the order. e

Commencement

The contract shall be operative from the date of order

N

Quality

Goods Supplied against the order must, in all respect, conform to specification given in this
order and drawing/samples approved and/or provided and the same shall be perfect in matenal
and workmanship.

Materials are to be supplied strictly in accordance with our order and specification. Any
departure must be regularized by our written approval.

Guarantee

Purchase should be guaranteed for free repairs or replacement ( including all cost} for faulty
material, defect in design, and/or workmanship for a period not less than one year from the
date of delivery of material or eighteen months from the date of dispatch, whichever is iater,
irrespective of our inspection of payment for & acceptance, to the goods. :

Weight

Unless otherwise stipulated, weight recorded at our works shall be deemed as fi nal"‘

Delivery

The time of delivery stipulated in the order shall be of the essence of the contract. ;i_r_u case of
delay in delivery we shall have the right, at our option, without prejudice to any other rights we
may have in the event, to cancel this contract or part thereof any make risk purchases from
other sources if necessary & any additional expenditure incurred by us & our financial loss Gle to
any reason arising there from shall be reimbursed to us by you. Such financial loss as dezemme :
by us shall be final binding,

Price

No supplies are to be effected at prices higher than those given in the order without our pnm'
confirmation in writing. No price increase will be allowed if delivery is delayed for reason of
price variation where such price variation is requested before complete execution of the order.

Extra Chéfges

No extra charges shall be paid for packing, forwarding, cartage or any other account unless
otherwise agreed to by us in writing.

- Inspection

All goods supplied against the order shall be subject to our inspection & approval at any time
within thirty days of the date of receipt and/or use, whichever is later & rejection, shortage,
damage, breakage etc. shall be to your account.

10

Packing

You shall ensure suitable, secure & transit worthy packing of all he goods, suppiied agamst the
order. =

11.

Spares B -
Accessories

~which any loss incurred as a result thereof shall be to your account. You shall alsoensm‘e
maintenance & repairs of the goods supplied against the order : e

Machinery dispatched/received without all spare & accessories are liable for return at your ﬂSk

& cost. You shall ensure supplies of spare & accessories within 3 days of our requisition failing : '

12.

Jurisdiction

it is agreed by & between us that all questions & matters in dlspute & diffe

_award of the arbitrator shall be final & binding on the parties.
arbitrator is an officer of our company.

parties hereto touching this order or the existence, validity or ti;e intention
contract, save & except what have been specifically provided herein
the award & final determination of a sole arbitration shall be at

13

Arbitration

It is agreed by & between us that all question & matters in dispute
parties hereto touching this order or the existence, validity or the
contract, save & except what have been specifically/provided he
referred to the award & final determination of a sole arbitrator to
Executive President & this forum of settlement shall be to the
venue of such arbitrator shall be at Nasik (Maharashtra)} & the
final & binding on the parties. There will be no ob}ectm lf the
our Trust. :
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g e,

1 21to § years 25%
2 5 to 10years 40%
3 Above 10 years 50%

Only a maximum of two wards per employee will be allowed under this scheme.

This scheme is only applicable until the employees are on the payroll of the Group.

The scheme is not extendable to relatives of the employees.

The scheme will be applicable for the Tuition Fees & lab fees together and no any other fees

like bus fees, meals, admission fee, etc, will be considered.

Ll O S

7. College fees as per university norms are subjective to change, the scheme will be applicable
on the fees structure of that academic year.

8. The eligibility criteria for admission will remain the same and there will be no relaxation for
Educators, Admission will only be granted after fulfilling the eligibility criteria

9. In case of withdrawal of admission after 45 days the students has to refund the concession
amount to the college.

LI Policy

® Campus policy regarding the use of computer software

e Campus policy regarding the use of computer & allied Equipment’s.

e Campus policy regarding the use of personal Equipment for school work.
e Campus policy regarding the use of email & Internet services.

The term USER is applicable to every individual in The School run by Trust and its sister concern
who knows computer or is trained to use computer and computer related products of the
organizations for his/her daily working. The user is bound to know all the policies & guidelines
mentioned herein below for using Computer Software’s, Hardware and Mailing/Surfing Facilities.
Also this policy generates awareness about the actual roll of IT Department while managing these
resources. Any query or clarity if required the user should contact the Manager-1T/DH-IT before
signing this policy.

The School run by Trust & its Sister Concern is stated as Schools hereafter.

The users should read and acknowledge the policy defined herein below.

The users should obey and follow all the instructions mentioned herewith under this policy. Users,
who intentionally or inadvertently violate the rules defined herewith under this policy, can expose
him/her and the Schools to civil & criminal liability or serious consequences under the copyright
law. He/she might attract a disciplinary action, which can be like show though this seems too

harsh, bur such steps are requires in order to control the [T resources and to enforce the discipline

as appropriate under the present circumstances.
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modify, delete installs & correct the application software as per the business needs & market
conditions. Users should not modify/Delete any of the contents of application software except
that he/she is an authorized person in Campus office to do so.

2. The School run by Trust licenses the use of computer application software from a variety of
outside companies. Trust / Society does not own this application software or its related
documentation of its own, all users unless
Authorized by the software developer has the rights to reproduce it except for backup purposes.

3 Management reserves the rights to decide the use Open office 3.3/MS office 2003-2007-2010-
2013 or any other third party Software as Document processing software as per the policy drafted
herewith. Document Processing includes word processing, spread sheet presentations etc. IT department
will evaluate the User Software Requirement and recommend for the suitable Document Processing
Software.

4 With regard to Client/Server and network applications, The School run by Trusts. Employees shall use
the software only in accordance with the License agreements.
5. Users should not download or install unauthorized software from the internet. Users should not
copy/duplicate and distribute the software to any third party, clients, customers or competitors.
Unlicensed duplication or use of any software program is illegal and can expose you and the Schools to
civil and criminal liability or serous legal consequences under the copyright law. In such circumstances
he/she who makes, acquire or use unauthorized copies of software will be facing serious consequences.
6. The School run by Trust does not condone the illegal duplication of software. Trust employee who make
acquire or use unauthorized copies of computer software shall be disciplined appropriately under the
circumstances.

7. Users and learning of any misuse or related documentation within the Schools shall notify the IT

department manager or The School run by Trust legal counsel.

8. Any Doubts concerning whether any employee may copy or use a given software. Those should be raised

with are responsible manager before proceeding.
9, Users who want to use the software resources and wants to copy or use a given software program should

obtain the necessary permission from a responsible manager before proceedings.

10. In order to ensure that you do not intentionally or inadvertently violate the software publisher’s
copyright. you should not copy any program/install on your computer for any purpose without permission
from IT Manager. This is in order to verify that license is held to cover such installment.
11. If you want to use software which is licensed by the Schools at home you must be consulting with
IT Manager in order to make sure the Schools under the user’s policy permits such use.
12. Any person from IT department can visit your location with/without notification for assessing the
hard disks and ascertain that licenses exist for each copy of a software product resident on a hard disk.
If unlicensed copies are found, they will be deleted removed from the computers.

13. IT department will be given /making arrangements for training of all such operating systems/software
whenever such products are delivered to you for use.
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1. Personal computers, laptops, monitors, printers HUBs, networking components Switches. Ups
Stabilizers modems/Data cards and all such computer related devices & components are the
physical property of The School run by Trust T Departinents reserves it rights to plan,
recommend purchases, Modify /alter and allocate the computer resources, as per the requirement

of the organization,

[

IT Departments will be giving /making arrangement for giving complete awareness and training
from time to time, about all such employees who are using the resources are responsible for
maintaining the computer, printer and equipment in good and clean conditions.

3. Users who are using the computer resources will be responsible for damages occurred  due to
mis-handling. He/she will also be responsible for communicating to IT departments regarding the
breakdown of nonfunctioning of the computers and allied equipment’s. In such cases IT Departments who
monitors/delvers the services to users, cannot be responsible for services delays due to non-availability of
spares and components.IT department will be responsible for making alternative arrangements if the
computer or allied equipment are not services in time or delayed due to no availability of spares and
components.

Users, who are using computer with local hard disk, will be responsible for maintaining his or her own
backups as desired, said or configured by the IT Department. In all such cases IT department will be
monitoring the backup status. IT Department will be responsible for configuring the backup setup and
also responsible for taking the backup of data located on the server.

5.IT department will be responsible for planning, configuring & installing backup methodology as defined
in the work instructions of IT Department. IT Department will also be responsible for training users for
taking their routine backup.

6. Users will be responsible for communicating in time, the Data. Backup loss to IT Department. IT
Department will be responsible for restoring the backup if required, and will also make required efforts
to recover the data, but IT Department cannot be made responsible for data loss occurred due to virus
infection, Power Fluctuation, Hard disk Damage, Memory Miss Management. (l.e. Cross link, illegal
operations of Ram etc.)

7. Users will be responsible for sharing the information or hard disk with other employees. He /She should
take care that any information or data pertaining to his department/ work area in Technical, accounts,
Schools legal Matters, Schools policy, Schools Quality system or any such Information about the
organization is will secured and not accessible to other users on the network.

8. The users is responsible for managing the data created / Originated by them, on their PC. The Users
should not delete any data from their Networks/ shared hard disk. The computers and allied electronics
equipment are designed and tested to work up to 48 0 ¢ , but these electronics devices give their best

performance if operated within the temperature range of 150 Cto 300 C . Although the devices can work

upto48oC, Users should note that necessary cooling arrangements and thermometer are available, if the
surrounding room temperature usual
If no such cooling arrangements are made, you will experience abnormal shutdowns/
ters during high temperatures. In such conditions avoid working over
omputers beyond 42 to 45 0C,

ly remains high throughout the year and likely to cross 430C during

summer 5¢asons.
anging problems, of compu
The user should st0p.s8
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Users are not allowed to use their personal Equipment (computer / Printer/ UPS etc.
[f they desire to use, they have to take their permission from Principal/ CEO/Director/ Secretary. In Such
case the user should ensure that they will not carry/ copy any office informatio

equipment and the user will be responsible for any losses/ damages occurring during t

) in office premises.

n on their personal

heir use.

Policy for Using Email and Internet services.

. The users of The School run by Trust. Are bought and governed to use only the mailing services
as defined, Installed or configured by the IT Department.

2. The user will get the user 1D only after submitting Approval IT Request form and the purpase of
using the Email Services is only for Official purpose.

3, Users, who are using email services should maintain their password very secret and confidential. The
User is responsible for changing the password wherever he experiences the unauthorized use of their
Account,

4. The user using the email service will be responsible for downloading mails, preservation of important

mails, corresponding the matter etc. related to his working area / department.

5. The user will face serious consequences if the is found to be sending any date relate
Budget, Accounts. Finance Related, Schools Legal Matters, anything about the school policy and
Schools Quality System or any information about the organization to any outside sources, clients,
suppliers, competitors, or whatsoever. In such cases if any user is violating the rules and regulation

of this campus Users policy will have to face legal action or at most his service can also get

d to Technical

terminated.
6. Ifany users find that other persons are involved in doing so, then the same should inform the manager

IT immediately.

7. The user who is using the email service should precisely send only the relevant information. The user
should take care of sending information only what is relevant to the topic of combination. It may
happen so that the user sending the email can unknowingly send the extra unwanted / irrelevant
information to the recipient.

8. Be very careful while opening mails. Never open attachments from unknown persons. They may
contain letter bombs, spam or viruses, which can damage your PC or even the network. In such cases
the users will be responsible for communicating about the mail to the IT department.

9. The Users should not open anyone else mail box. Also they should not send mails using others email
id

10. The users should not reply to unsolicited messages i.e spam mail or other harassing or offernsive mail.
By responding to such you only give the confirmation that you are a person with active Emil address
who can be plagued with constant unwanted email solutions.

11. The user should not transmit through the service unlawful, harassing, libelous, abusive, threatening,

harmful vulgar obscene, viruses, or any illegal material. If found dosing he will be facing serious
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12. The users should not make any use of email services for personal correspondence. Once the user has

applied requested and created his 1D, then they are responsible for all the correspondence being made

on their 1D.
13. The users who require facility internet surfing
the IT manager. IT Department reserves the right for deciding upon weather the

should inform so along with the purpose of surfing to
facility is not be

provided on their desktop/ to make a share usage.
facility are bought by the rules and regulations formed by the IT

14. The users using internet surfing
surfing timings and

Department. 9 E.g. Internet surfing machine, dialup locations, surfing locations,

usage noting to register IT department etc.)
15. Users should take note of following things while making communication using the email fa

dential, legal matters or
Important and urgent communication or else any communication where they required delivery

notification, report or feedback then, He should avoid using email facility. Instead he should
livery notification for

cility.

a. The users should note that, whenever they want to make any confi

use direct telephone line fax or courier etc. which will generate the de

record purposes.
b. The users should also note that, whenever they receive any such emails which are important

for future references, decision making or required to be preserved for legal purpose €lc. then

He/ She should take the hard copy (I. e Printout), make necessary Inward email

communication, though based on links made using telephone line but still it is an indirect

communication and not a point to point communication like telephonic communication / Fax

Technology. Email which is based on store and forward technology is entirely dependent on
ed, Telephone line speed, modem speed, mails

being transfer at that point of time and finally on mailing server’s capacity etc.
de such type of email communication tool, provide

circumstances like computer setup and its spe

IT department will be responsible for provi
training for using the tool, initially configuring the setup, dialing up regularly guiding users

for effective and fast communication etc. IT department cannot be responsible for delivering

the mails to recipients.

Welfare activities for employees

Medical Facility: First Aid Kit is available at the campus.

2. Tuition fee concession

3. Group insurance schem

5. Meal Facility ~Meal facility is provided to all staff Expect ‘D’ class

e for employees: TRUST has implemented to all teaching and non-teaching

staff a group insurance scheme
Diwali Gift: Diwali gift is given to all employeces

Birthday gift is given to admin staff and educators.




